
D E P A R T M E N T O F G E N E R A L S E R V I C E S Schedule No. „, - , o c 
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R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 
Page 1 of 3 

A g e n c y 
TOWN OF SOMERSET 

Division/Unit 
FINANCE 

Item 
No. 

Descr ipt ion Retention 

1. General Correspondence 

Original incoming letters, copies of outgoing letters, 
memoranda, studies, reports, directives, policies and other 
materials related to financial administration. 

Screen annually and destroy 
the material that is no longer 
needed for current business. 
Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
office. Transfer periodically 
to the Maryland State 
Archives. 

2. General Ledgers Permanent. Transfer 
periodically to the State 
Archives. 

3. Audit Reports Permanent. Transfer 
periodically to the State 
Archives. 

4. Cash Receipts Retain for three years or until 
audited, then destroy. 

5. Permit Receipts Retain for three years or until 
audited, then destroy. 

6. Paid Bonds and General Obligation Notes Retain for three years or until 
audited, then destroy. 

7. Paid Bills and Invoices Retain for three years or until 
audited, then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date frdr.M 

Schedule Authorized by State Archivist 

Date \ 1 b U t - O C f l 

Signature 

Signature — — - r — * ' Typed Name Thomas W. Carter Signature — — - r — * ' 

Title Clerk-Treasurer 

DGS 550-1 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 
(Continuation Sheet) 

Schedule No. M-226 

Page 2 of 3 

A g e n c y Division/Unit 
TOWN OF SOMERSET FINANCE 

Item 
No. 

Descr ipt ion Retention 

8. Bank/Check Registers Retain for three years or 
until audited, then destroy. 

9. Payroll Registers Retain for seven years or 
until audited, then destroy. 

10. Bank Books, Statements and Deposit Receipts Retain for three years or 
until audited, then destroy. 

11. Employee Taxes and W-2s Retain for seven years or 
until audited, then destroy. 

12. Cancelled Checks 
Retain for three years or 
until audited, then destroy. 

13. 
Time Sheets/Cards 

Retain for three years or 
until audited, then destroy. 

14. Five-Year Fiscal Plans Retain for three years or 
until audited, then destroy. 

15. Annual Budgets Retain for three years or 
until audited, then destroy. 

16. Monthly Financial Reports Retain for three years or 
until audited, then destroy. 

17. Checkbook Reconciliations Retain for three years or 
until audited, then destroy. 

18. Voided Checks Retain for three years or 
until audited, then destroy. 

19. State Revenue Receipts Retain for three years or 
until audited, then destroy. 

DGS 550-1A 



D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 
(Continuation Sheet) 

Schedule No. __ , 
M - 2 2 6 

Page 3 of 3 

A g e n c y Division/Unit 
TOWN OF SOMERSET FINANCE 

Item 
No. 

Descr ipt ion Retention 

20. County Revenue Receipts Retain for three years or 
until audited, then destroy. 

21. Miscellaneous Revenue Receipts Retain for three years or 
until audited, then destroy. 

22. Building Deposit Receipts Retain for three years or 
until audited, then destroy. 

23. Tennis Permits/Receipts Retain for three years or 
until audited, then destroy. 

24. Batting Cage Register/Receipts Retain for three years or 
until audited, then destroy. 

25. Swimming Pool Records/Receipts 
Retain for three years or 
until audited, then destroy. 

26. 
Town Hall Rental Records/Receipts Retain for three years or 

until audited, then destroy. 

27. Computer-generated Accounting Program Reports Retain for three years or 
until audited, then destroy. 

DGS 550-1A 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DhiFAKTMiiNT Of Ui iMliKAL SKKVKJtiS 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DhiFAKTMiiNT Of Ui iMliKAL SKKVKJtiS 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE / OF «t7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINTnON - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

Record Series title 
General Correspondence 

5. Earliest Year/Latest Year 

/97/tc, WO 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Original incoming l e t t e r s , copies of outgoing l e t t e r s , memoranda 
s t u d i e s , reports , d i r e c t i v e s , p o l i c i e s and other materials re lated 
to f inancia l administration. 

Record Series Format(s) 

@ / L e t t e r Size • Microfilm 

(v^Legal Size Q Computer Tape 

Q Bound Book fj Floppy Disk 

Q Audio Tape • Video Tape 

Other (specify") 

8. Record Series Sequence 

|~H Alphabetical 

| | Numerical 

[^Chronological 

n Geographical 

f~| Other (specify) 

9. Volume 
File Drawees) 

(2 1 0 C"-> Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawees) [ i / ^ 

i 05l CU' MicrofilmReel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

9. Volume 
File Drawees) 

(2 1 0 C"-> Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawees) [ i / ^ 

i 05l CU' MicrofilmReel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

Efjaily • W e e k l y . • M o n t h l y 

12. File Becomes Inactive After 

/ I"! M o n t h s PlYearrs^ 
Number 

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | |Yes 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [ ^ d e p e n d e n t 

7. Is an Index System Used? (If yes, explain briefly and describe any 
irdware/software.) | [Yes [2^° 

i 

18. Recommended Retention 
Screen annually and destroy the material that i s 
no longer needed for current bus iness . Retain 
permanently any material that serves to document 
the or ig in , development and accomplishments of the 
o f f i c e . Transfer p e r i o d i c a l l y to the Maryland 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 21. Date State Archives. 

301-657-3211 OdC1A>#L%\,l ZWL, 
DGS 550-4 (Rev.1/93) 



istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Oh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Oh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE OF £ 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

General Ledgers 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

I"! Letter Size [~| Microfilm 

[""] Legal Size [~J Computer Tape 

[v^Bound Book f^jplpppy Disk 

• Audio Tape [~J Video Tape 

j£] Other (specify) 

8. Record Series Sequence 

I | Alphabetical 

| | Numerical 

fyj/^hronological 

I | Geographical 

| | Other (specify 1 

9. Volume 
/ OH0 f4 F i l e D r a w e r ( s ) t ^ 
' , U I Lu-lT- Microfilm Reel(s) [ 

Number 
Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) 

i0l3 Cu-Ofr' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

9. Volume 
/ OH0 f4 F i l e D r a w e r ( s ) t ^ 
' , U I Lu-lT- Microfilm Reel(s) [ 

Number 
Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) 

i0l3 Cu-Ofr' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

1. File is Used 

0 5 a i l y • W e e k l y Qvlonthly 

12. File Becomes Inactive After 

1 I"! Monthfs) R Y e a r f s l 
Number 

> 
5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes [ ^ N o 

(If yes, specify agency or office) 

5. Access Restrictions | |Yes 0No 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
f j N o n e [~J State Q F e d e r a l i n d e p e n d e n t 

1. Is an Index System Used? (If yes, explain/briefly and describe any 
lrdware/software.) Q ^ e s fpfNo 

\ - ' 

18. Recommended Retention 

Permanent. Transfer periodically to the 
State Archives. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 21. Date 

301-657-3211 OcXiyfM^ 9A > ZOOO 
DGS 550-4 (Rev-. 1/93) 



istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Oh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Oh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE ^ OF - 2 * j ? 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFTMTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Audit Reports 
5. Earliest Year/Latest Year 

/ ^ t o JZonf? 
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

Letter Size | | Microfilm 

• Legal Size • Computer Tape 

[ground Book • Floppy Disk 

• Audio Tape • Video Tape 

|~1 Other (specify") 

8. Record Series Sequence 

I 1 Alphabetical 

| | Numerical 

rvKChronological 

I | Geographical 

| | Other (specify) 

9. Volume 
j , * j£j File Drawer(s) [ ( ^ 

—JL-P*-' ' MicrofilmReel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

Record Series Format(s) 

Letter Size | | Microfilm 

• Legal Size • Computer Tape 

[ground Book • Floppy Disk 

• Audio Tape • Video Tape 

|~1 Other (specify") 

8. Record Series Sequence 

I 1 Alphabetical 

| | Numerical 

rvKChronological 

I | Geographical 

| | Other (specify) 

10. Annual , 
Accumulation File Drawer(s) [ i / 

Lj H~' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

10. Annual , 
Accumulation File Drawer(s) [ i / 

Lj H~' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

• Daily • Weekly [^Monthly 

12. File Becomes Inactive After 

/ I -! Month(s) H?lYear(.0 
Number 

\. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes 0 ^ 0 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [ i ndependen t 

7. Is an Index System Used? (If yes, explain .briefly and describe any 
irdware/software.) O ^ 6 8 ITĤ 0' ' 

18. Recommended Retention 

Permanent. Transfer p e r i o d i c a l l y ' t o ' t h e 
State Archives. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 21. Date 

301-657-3211 OcZiAj^ %L<,^G 
DGS 550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Uh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Uh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE V OF & 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Cash Receipts 
5. Earliest Year/Latest Year 

/9 7Uo '24JrD (f 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[ ^ L e t t e r Size • Microfilm 

f j Legal Size • Computer Tape 

• Bound B o o k • Floppy Disk 

• Audio Tape • Video Tape 

I"! Other (specify) 

i. Record Series Sequence 

I | Alphabetical 

| | Numerical 

(^Chronological 

r~1 Geographical 

[~1 Other (specify) 

9. Volume 

Number 

File Drawer(s) \ \ S 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation 

Number 

File Drawer(s) l\/ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

^ D a i l y • Weekly • M o n t h l y 

12. File Becomes Inactive After 

• Month(s) 0 Y e [Year(s) 
Number 

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes [RWo 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s 0 N o 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • State • F e d e r a l [u|tfidependent 

1. Is an Index System Used? (If yes, explain briefly and describe any 
lrdware/software.) ' 0 ^ ° 

18. Recommended Retention 

Retain for 3 years or until audited, then 
destroy. 

h Name and Title of Preparer 
Thomas W. Carter, Clerk-Treasurer 

20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - TvDe or Print a seDarate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Ut U E N E K A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - TvDe or Print a seDarate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Ut U E N E K A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE & OF £ 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Permit Receipts 
5. Earliest Year/Latest Year 

/ ^ 7 6 » t o 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[^Letter Size • Microfilm 

[~] Legal Size • Computer Tape 

[ | Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other fspecifvl 

8. Record Series Sequence 

• Alphabetical 

| | Numerical 

^ 'Chronologica l 

I | Geographical 

| | Other (specify) 

9. Volume 
File Drawer(s) [<—' 

-5—53 . CM- • Pf' Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) 

> 0)6} Cxi . £f< MicrofilmReel(s) [ 

Number Computer Tape(s) [ 
Other (specify) [ 

9. Volume 
File Drawer(s) [<—' 

-5—53 . CM- • Pf' Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) 

> 0)6} Cxi . £f< MicrofilmReel(s) [ 

Number Computer Tape(s) [ 
Other (specify) [ 

1. File is Used 

Ql5aily • W e e k l y • M o n t h l y 

12. File Becomes Inactive After 

I • Month(s) fi^Yearfs") 
Number 

3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes fyffio 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s Ivfflo 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [ i ndependen t 

7. Is an Index System Used? (If yes, explain briefly and describe any 
u-dware/software.) Q ^ e s fyft^o "* 

18. Recommended Retention 

Retain for 3 years or until audited, then 
destroy. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 21. Date 

301-657-3211 Or±*W ZU.XJCroG 
DGS 550-4- (Rev. 1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Oh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Oh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE (f OF ^ 2 ^ 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Paid Bonds and General Obligation Notes 
5. Earliest Year/Latest Year 

Wis* 
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[ ^ L e t t e r Size • Microfilm 

f ^ L e g a l Size 

Bound Book 

I""! Audio Tape 

|~1 Other (specify). 

| | Computer Tape 

[~1 Floppy Disk 

• Video Tape 

\. Record Series Sequence 

I I Alphabetical 

| | Numerical 

[^Chronological 

| [ Geographical 

| | Other (specify) 

9. Volume 

File Drawer(s) \iS 

' ' CUt ^ * Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

Number 

10. Annual 
Accumulation 

.005 Cu. F+-
Number 

File Drawer(s) [ i / ^ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

• Daily • Weekly 0Monthly 

12. File Becomes Inactive After 

Month(s) 0Y< Year(s) 
Number 

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? f"~|Yes [wfofo 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s TONo 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [vjCni ndependent 

7. Is an Index System Used? (If yes, explain briefly and describe any 
lrdware/software.) r J Y e s , fTJNo 

18. Recommended Retention 

Retain for three years or until audited," 
then destroy. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ten new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ten new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE 7 OF 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Paid Bills and Invoices 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

Q^Letter Size • Microfilm 

Q^egal Size • Computer Tape 

f~l Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

[~| Other (specify) 

1. Record Series Sequence 

I | Alphabetical 

| | Numerical 

{"^Chronological 

I | Geographical 

| | Other (specify) 

9. Volume 

Number 

File Drawer(s) 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation 

Number 

File Drawer(s) [ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

1. File is Used 

gJDai ly • Weekly • M o n t h l y 

12. File Becomes Inactive After 

• Month(s) BYel Year(s) 
Number 

?. Current Location(s) (Bldg., Floor, Room) 

Xoujh) Ha.// 
14. Is Record Series Duplicated Elsewhere? | [Yes flffio 

(If yes, specify agency or office) 

5. Access Restrictions Q Y e s CT&o 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [Cjrnclependent 

7. Is an Index System Used? (If yes, explai'fflbriefly and describe any 
irdware/software.) • Y e s J j ^ f^o \ 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE OF 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFTNTTTON - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Bank/Check Registers 
5. Earliest Year/Latest Year 

/99?to 2oo<+ 
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

Q^Letter Size [~| Microfilm 

[~1 Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Sequence 

I | Alphabetical 

[ | Numerical 

[^Chronological 

|~1 Geographical 

| | Other (specify) 

9. Volume 

Number 

File Drawer(s) [ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation File Drawer(s) 

tpi^ Cm,^~' MicrofilmReel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

t. File is Used 

0TJaily • Weekly • M o n t h l y 

12. File Becomes Inactive After 

I • Month(s) 0Year(s) 
Number 

?. Current Location(s) (Bldg., Floor, Room) 

Town; Hc^/I 
14. Is Record Series Duplicated Elsewhere? | [Yes pvffio 

(If yes, specify agency or office) 

5. Access Restrictions Q Y e s lE&rff 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • State • F e d e r a l [0(nd( ndependent 

1. Is an Index System Used? (If yes, explain briefly and describe any 
lrdware/software.) • Y e s • [ ^ N o 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

h Name and Title of Preparer 
Thomas W. Carter, Clerk-Treasurer 

20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE U E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE U E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE J OF J 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFfNITIQN - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes, 
Record Series title 

Payroll Registers 
5. Earliest Year/Latest Year 

/ ? 7 A o Zoni? 
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[ ^ L e t t e r Size • Microfilm 

PI Legal Size • Computer Tape 

[~1 Bound Book • Floppy Disk 

[~1 Audio Tape • Video Tape 

f_~J Other (specify) 

. Record Series Sequence 

|~1 Alphabetical 

| | Numerical 

[^Chronological 

|~~| Geographical 

| | Other (specify) 

9. Volume 

M2S Cm . K> 
Number 

File Drawer(s) [ • ^ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation 

*Q5 U l c f > 
Number 

File Drawer(s) 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

1. File is Used 12. File Becomes Inactive After 

0Daily • Weekly • M o n t h l y ' n Monthf si 0Year(s) 
Number 

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? • Y e s [g-No 
Town Hq ll (If yes, specify agency or office) 

• Y e s [g-No 

5. Access Restrictions Q Y e s [TjNo 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None Q S t a t e • F e d e r a l [ independen t 

7. Is an Index System Used? (If yes, explain,briefly and describe any 
irdware/software.) • ^ e s [T] -

18. Recommended Retention 

Retain for seven years or until audited, 
then destroy. 

). Name and Title of Preparer j 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 

301-657-3211 
21. Date 

DGS-550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U F G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U F G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE W OFP-~? 
Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFTNITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

Record Series title 

Bank Books, Statements and Deposit Receipts 
5. Earliest Year/Latest Year 

to 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

l y j ^e t t e r Size • Microfilm 

• Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

[~~| Audio Tape • Video Tape 

f~| Other (specify-) 

8. Record Series Sequence 

I | Alphabetical 

| | Numerical 

[^Chronological 

| | Geographical 

| | Other (specify 1 

9. Volume ^ 
r , p. File Drawer(s) 

1 O X CU. rt) Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual > 
Accumulation File Drawer(s) \y 

i 0 5 2 C u . Ft< M i c r o f i l m R e e Ks) [ 
Number Computer Tape(s) [ 

Other (specify) [ 

9. Volume ^ 
r , p. File Drawer(s) 

1 O X CU. rt) Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual > 
Accumulation File Drawer(s) \y 

i 0 5 2 C u . Ft< M i c r o f i l m R e e Ks) [ 
Number Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

0fjaily • Weekly r jMonthly 

12. File Becomes Inactive After 

^ • Monthfs) MYearfsl 
Number 

i. Current Location(s) (Bldg., Floor, Room) 

7du>v Hoc 11 
14. Is Record Series Duplicated Elsewhere? Q Y e s [P\No 

(If yes, specify agency or office) 

5. Access Restrictions | |Yes fflNo 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l independent 

7. Is an Index System Used? (If yes, explain briefly and describe any 
lrdware/software.) Q Y e s » rpfNp 

C i 

*? 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 21. Date 

301-657-3211 O c S W £ 0 , ZOOCc 
DGS 5513-4' (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DEPARTMENT UP G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DEPARTMENT UP G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE / / OF ^ 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Employee Taxes and W-2s 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[Pj/Letter Size • Microfilm 

r~| Legal Size • Computer Tape 

f_~J Bound Book f_~J Floppy Disk 

• Audio Tape [~J Video Tape 

[~~| Other (specify) 

8. Record Series Sequence 

I | Alphabetical 

| | Numerical 

[^[Chronological 

| | Geographical 

| | Other (specify) 

9. Volume 

C~n it-1 File Drawer(s) [ ^ 
•-SL£- C W - ' ^ Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) \\S 

I Q % 5 CM, H " ' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 
Other (specify) [ 

9. Volume 

C~n it-1 File Drawer(s) [ ^ 
•-SL£- C W - ' ^ Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) \\S 

I Q % 5 CM, H " ' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 
Other (specify) [ 

I. File is Used 

• Daily • Weekly 0Monthly 

12. File Becomes Inactive After 

1 f~l Month(s) RYear(s) 
Number 

). Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? f l Y e s f ^ N o 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s @N*o 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • State • F e d e r a l 0Jidependent 

1. Is an Index System Used? (If yes, explain briefly and describe any 
irdware/software.) Q Y e s . fj^tfo 

18. Recommended Retention 

Retain for seven years or until audited, 
then destroy. 

). Name and Title of Preparer , 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 21. Date 

301-657-3211 OOayU^ Zd.lASVC 
DGS 550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P U E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P U E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 P A G E - ^ OF 2*1 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
Record Series title 

Cancelled Checks 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[PJ^etter Size • Microfilm 

r~| Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

[~1 Audio Tape • Video Tape 

[~1 Other (specify) 

8. Record Series Sequence 

I | Alphabetical 

| | Numerical 

Chronological 

| | Geographical 

| | Other (specify) 

9. Volume 
_ File Drawer(s) [ \ / 

_£<_CU« r i f e * MicrofilmReel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

Record Series Format(s) 

[PJ^etter Size • Microfilm 

r~| Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

[~1 Audio Tape • Video Tape 

[~1 Other (specify) 

8. Record Series Sequence 

I | Alphabetical 

| | Numerical 

Chronological 

| | Geographical 

| | Other (specify) 

10. Annual 

Accumulation File Drawer(s) [ 

/ 2- 2- C«< M ' c rof i lm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) [ 

/ 2- 2- C«< M ' c rof i lm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

1. File is Used 

gfDai ly • Weekly • M o n t h l y 

12. File Becomes Inactive After 

1 • Month(s) RYear(s) 
Number 

J. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes Q^No 
(If yes, specify agency or office) 

'•>. Access Restrictions Q Y e s Q f 5 o 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l i n d e p e n d e n t 

7. Is arj Index System Used? (If yes, explain briefly and describe any 
irdware/software.) Q Y e s Q N b 

( 

E ' 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
.4 

20. Telephone number 21. Date 

301-657-3211 OcXbW £U , UXQ (* 
DGS 550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE / 5 OF <^ 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes, 

Record Series title 
Time Sheets/Cards 

5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[~| Letter Size | | Microfilm 

[~1 Legal Size • Computer Tape 

f~| Bound Book • Floppy Disk 

f j Audio Tape (~J Video Tape 

g ^ O t h e r (specify) 7 / A ? t CclV*}% 

i . Record Series Sequence 

I I Alphabetical 

| | Numerical 

[^Chronological 

| | Geographical 

| | Other (specify) 

9. Volume 

i SO d k , P\r, 
Number 

File Drawer(s) ^ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation 

. Q { / Cm, F t . 
Number 

File Drawer(s) \\S~ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

0*Daily • Weekly • M o n t h l y 

12. File Becomes Inactive After 

• Month(s) 0 Y e 
Number 

Year(s) 

5. Current Location(s) (Bldg., Floor, Room) 

Toujrt Ha)I 
14. Is Record Series Duplicated Elsewhere? | [Yes [ffiNo 

(If yes, specify agency or office) 

5. Access Restrictions | |Yes fi^No 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None [~J State • F e d e r a l 0fnd ndependent 

/. Is anlndex System Used?*-(If.yes, explain briefly and describe any 
lrdware/software.) Q Y e s . [y )^o 

I 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer !( 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE / ^ O F ^ 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFTNTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Five-Year Fiscal Plans 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[ ^ L e t t e r Size • Microfilm 

r~| Legal Size • Computer Tape 

| ~ | Bound Book • Floppy Disk 

|~1 Audio Tape • Video Tape 

|~~| Other (specify) 

i. Record Series Sequence 

I I Alphabetical 

| | Numerical 

[^Chronological 

r~l Geographical 

| | Other (specify) 

9. Volume . 
File Drawer(s) [Û *̂  

—*-2i> Ck*^* Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) [ 

» D'ZS t U v MicrofilmReel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

t. File is Used 

• Daily • W e e k l y 0Monthly 

12. File Becomes Inactive After 

I • Month(s) 
Number 

0 Y e Year(s) 

5. Current Location(s) (Bldg., Floor, Room) 

'Tow* HCLIJ 

14. Is Record Series Duplicated Elsewhere? | |Yes 
(If yes, specify agency or office) 

" 0 N No 

5. Access Restrictions Q Y e s [Ppo 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l ( i ndependen t 

J. Is an Index System Used? (If yes, explain briefly and describe any 
lrdware/software.) • ^ ' e s PypNo 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE / 5 ^ 0 F ^ 7 
Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series tide 

Annual Budgets 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[v^Letter Size • Microfilm 

Legal Size f~J Computer Tape 

Q Bound Book • Floppy Disk 

• Audio Tape Q Video Tape 

|~1 Other (specify) 

8. Record Series Sequence 

1 I Alphabetical 

| | Numerical 

Ijgf Chronological 

I | Geographical 

| | Other (specify) 

9. Volume 
1 U /* File Drawer(s) 

—LAj Cu • rt> mcToftim Reel(s) c 
Number 

Computer Tape(s) [ 

Other (specify) [ 

Record Series Format(s) 

[v^Letter Size • Microfilm 

Legal Size f~J Computer Tape 

Q Bound Book • Floppy Disk 

• Audio Tape Q Video Tape 

|~1 Other (specify) 

8. Record Series Sequence 

1 I Alphabetical 

| | Numerical 

Ijgf Chronological 

I | Geographical 

| | Other (specify) 

10. Annual . 
Accumulation File Drawer(s) [ \S 

\ DO'S Cu, Ft*' M i c r o f i l m R e e l ( s ) C 
Number Computer Tape(s) [ 

Other (specify) [ 

10. Annual . 
Accumulation File Drawer(s) [ \S 

\ DO'S Cu, Ft*' M i c r o f i l m R e e l ( s ) C 
Number Computer Tape(s) [ 

Other (specify) [ 

1. File is Used 

• Daily Q^eek ly • M o n t h l y 

12. File Becomes Inactive After 

1 n Month(s) (wlYear(s) 
Number 

3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | |Yes [^•f?o 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s fuJNo 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [vjfldependent 

7. Is an Index System Used? (If yes, explain briefly and describe any 
irdware/software.) Q ^ e s fv^jNo 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer '• 

Thomas W. Carter, Clerk-Treasurer 
- - : - ' 

20. Telephone number 21. Date 

301-657-3211 O c t e W %U t 

DGS 550-4 (Rev a / 9 3 ) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF U E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T OF U E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE )lt OF ^ " 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

Record Series title 
Monthly Financial Reports 

5. Earliest Year/Latest Year 

/?%t0 *LO0b 
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

M^Letter Size • Microfilm 

r~| Legal Size 

r~| Bound Book 

| | Audio Tape 

• Other (specify). 

| | Computer Tape 

[~~| Floppy Disk 

Q Video Tape 

I. Record Series Sequence 

I | Alphabetical 

| | Numerical 

[^Chronological 

I | Geographical 

| | Other (specify) 

9. Volume 

Number 

File Drawer(s) l\/ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation 

Number 

File Drawer(s) [ / " 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

BTJai ly • Weekly • M o n t h l y 

12. File Becomes Inactive After 

I • Month(s) 0 Y e Year(s) 
Number 

14. Is Record Series Duplicated Elsewhere? [ |Yes fRNo 
(If yes, specify agency or office) 

5. Current Location(s) (Bldg., Floor, Room) 

5. Access Restrictions Q Y e s Q ^ I o 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
f j N o n e • State • F e d e r a l [jjfid'ependent 

7. Is an Index System Used? (If yes; explain briefly and describe any 
irdware/software.) Q Y e s '•• rĵ WT 

18. Recommended Retention 

Retain for three years or untilaudited, 
then destroy. 

). Name and Title of Preparer 

Thomas W. Carter, ..Clerk-Treasurer 
20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - Tvoe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvoe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE / 1 OF ^1 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

Record Series title 

Checkbook Reconciliations 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[w>KLetter Size • Microfilm 

Legal Size r~j Computer Tape 

r~| Bound Book • Floppy Disk 

r~| Audio Tape • Video Tape 

f~~] Other (specify) 

8. Record Series Sequence 

I I Alphabetical 

[ | Numerical 

[y^Chronological 

I | Geographical 

| | Other (specify) 

9. Volume 

Number 

File Drawer(s) 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual , 
Accumulation File Drawer(s) [v/ 

, 0$ (jk,^' MicrofilmReel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

• Daily • W e e k l y [^Monthly 

12. File Becomes Inactive After 

• Month(s) ear(s) 
Number 

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes 0 N o 
(If yes, specify agency or office) 

5. Access Restrictions | | Yes [wffio 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • State • F e d e r a l [^independent 

7. Is an Index System Used? (If.yes, explain briefly and describe any 
irdware/software.) Q ^ e s ^Flffl0^ 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

h Name and Title of Preparer [ 
Thomas W. Carter, Clerk-Treasurei 

20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 .(.Rev: 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UP G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UP G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE i2 OF $ f 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
Record Series title 

Voided Checks 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[ ^ L e t t e r Size • Microfilm 

[~1 Legal Size • Computer Tape 

|~J Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify-) 

8. Record Series Sequence 

I | Alphabetical 

| | Numerical 

^ C h r o n o l o g i c a l 

I | Geographical 

| | Other (specify-) 

9. Volume 
File Drawer(s) IS 

±0_ZL CU> F i ' Microfilm Reel(s) t 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual . 
Accumulation File Drawer(s) [ i / 

i 6 ^ ' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

9. Volume 
File Drawer(s) IS 

±0_ZL CU> F i ' Microfilm Reel(s) t 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual . 
Accumulation File Drawer(s) [ i / 

i 6 ^ ' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

1. File is Used 

• Daily • Weekly (fJMonthly 

12. File Becomes Inactive After 

/ I"! M o n t h s RpYearfsl 
Number 

\. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | |Yes | |No 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s f ^No 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 

• None • S t a t e • F e d e r a l i n d e p e n d e n t 

7. Is an Index System Used? (If yes, explain briefly and describe any 
irdware/software.) Q Y e s • f j ^ o 

: • ft 
>• . • «. 

f 
i 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

J. Name and Title of Preparer | 

Thdtiias'W. Garter, .Clerk-Treasurer 
20. Telephone number 21. Date 

301-657-3211 Oct^U^ CLL, ?uW U 
DGS 550-4 (Rev.1/93) 



istructions - Type or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DEFARTMEIN 1 UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Type or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DEFARTMEIN 1 UE G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE / ^ O F <̂ ~7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITTON - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

Record Series title 
State Revenue Receipts 

5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

(Tl^Letter Size • Microfilm 

Legal Size [~J Computer Tape 

[J Bound Book • Floppy Disk 

|~1 Audio Tape • Video Tape 

| | Other (specify) 

8. Record Series Sequence 

• Alphabetical 

| | Numerical 

[^Chronological 

| | Geographical 

| | Other (specify) 

9. Volume * 
File Drawer(s) [ v ^ 

-I^lZL- tu i ^ * ' Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation File Drawer(s) [ x ^ " 

> 03 7 CXL PT* M i c r o f i l m R e e l ( s ) c 
Number Computer Tape(s) [ 

Other (specify) [ 

9. Volume * 
File Drawer(s) [ v ^ 

-I^lZL- tu i ^ * ' Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation File Drawer(s) [ x ^ " 

> 03 7 CXL PT* M i c r o f i l m R e e l ( s ) c 
Number Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

• Daily © W e e k l y • M o n t h l y 

12. File Becomes Inactive After 

I n Month(s) RYe 'ar(s) 
Number 

5. Current Location(s) (Bldg., Floor, Room) 

To^^ /Jall 

14. Is Record Series Duplicated Elsewhere? [ [Yes \j$rfo 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s [y^No 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l Qflcfependent 

1. Is anTndex System Used? (If yes; explain briefly and describe any 
irdware/software.) Q Y e s [u j^o 

i 

» 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer 5 
j i 

Thomas .W. Carter, Clerk-Treasurer 
- • • • « 

20. Telephone number 21. Date 

301-657-3211 O r i ^ W 2 - 6 . 7 A 5 6 

DGSW55 W'^Rev. 1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Uh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Uh G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE £ D OF J 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFTNITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 

Record Series title 

County Revenue Receipts 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[•T'Letter Size • Microfilm 

| | Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

| | Audio Tape • Video Tape 

r~l Other (specify") 

8. Record Series Sequence 

1 I Alphabetical 

| | Numerical 

[^Chronological 

| | Geographical 

| | Other (specify") 

9. Volume * 
U /> \C\L- File Drawer(s) [ i / 
" ^ U ~ ' Microfilm Reel(s) [ 

Number 
Computer Tape(s) [ 

Other (specify) [ 

Record Series Format(s) 

[•T'Letter Size • Microfilm 

| | Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

| | Audio Tape • Video Tape 

r~l Other (specify") 

8. Record Series Sequence 

1 I Alphabetical 

| | Numerical 

[^Chronological 

| | Geographical 

| | Other (specify") 

10. Annual 
Accumulation File Drawer(s) 

% lb% Cm P+- M i c r o f i i m R e e i ( s ) c 
Number Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation File Drawer(s) 

% lb% Cm P+- M i c r o f i i m R e e i ( s ) c 
Number Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

• Daily ^ W e e k l y • M o n t h l y 

12. File Becomes Inactive After 

L • M o n t h s PRYearfsl 
Number 

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes [ffiNo 
(If yes, specify agency or office) 

5. Access Restrictions | | Yes |y[No 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [independent 

7. Is an Index System Used? (If yes'J explain briefly and describe any 
irdware/software.) Q Y e s ^ [jjpJo 

/ 

18. Recommended Retention 

Retain for three years or u n t i l audited, 
then destroy. 

J-.^Name and Title of Preparer. , j 

fhomas W. Carter, Clerk-T.reasurer 
20. Telephone number 21. Date 

301-657-3211 O c ^ t y W ^ , 

DGS 550-4 (Rev.1/93) 

file:///C/L-


istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Oh U b N h K A L S b K V l C h S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T Oh U b N h K A L S b K V l C h S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE £i OF £ 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITtON - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
Record Series title 

Miscellaneous Revenue Receipts 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

Letter Size • Microfilm 

Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

[~1 Audio Tape • Video Tape 

| | Other (specify) 

'•. Record Series Sequence 

I I Alphabetical 

| | Numerical 

^Chronological 

I | Geographical 

| | Other (specify) 

9. Volume 

Number 

File Drawer(s) 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation 

.OJ fitu ' 
Number 

File Drawer(s) [/"* 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

1. File is Used 

• Daily Weekly • M o n t h l y 

12. File Becomes Inactive After 

• Month(s) 0Year(s) 
Number 

0 N o 5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? |~~lYes 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s [•[No 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • State • F e d e r a l ff l^ependent 

7. Is an Index System Used? (If yes, ex'plairijbriefly and describe any 
irdware/software.) Q ^ e s 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). NlWcand Title ofj'reparer | 

Thomas W. Carter, Clerk-Treasurer 
20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE U E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T UE U E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE OF 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Building Deposit Receipts 
5. Earliest Year/Latest Year 

/ ^ A o lax? 
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

IVJ^Letter Size • Microfilm 

[~| Legal Size [~J Computer Tape 

Q Bound Book • Floppy Disk 

I"! Audio Tape • Video Tape 

I"! Other (specify) 

8. Record Series Sequence 

I I Alphabetical 

| | Numerical 

[yj'Chronological 

I | Geographical 

Other (specify) 

9. Volume 
File Drawer(s) [ 

_ U 2 2 r CU< MicrofilmReel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation File Drawer(s) [ 

' bOO% Cu. ^ " f ' Microfilm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

1. File is Used 

• Daily eekly • M o n t h l y 

12. File Becomes Inactive After 

• Month(s) 
Number 

ear(s) 

5. Current Location(s) (Bldg., Floor, Room) 

~fbw*t Ha/I 
14. Is Record Series Duplicated Elsewhere? Q Y e s fuffio 

(If yes, specify agency or office) 

5. Access Restrictions n Y e s fyl^o" 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [^independent 

1 
1. Isan Index System Used? (If yes^explaj 
lrdware/software.) | [Yes 

xplaintl 
0 $ 

•briefly and describe any 18. Recommended Retention 

Retain for three, years or until audited, then 
destroy. 

I 
). Name and Title of Preparer •:•> A .< v; h ;.. t 

rhorrras-W. Carter, Clerk-Treasurer 

20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DKFAKTMEN1 Oh UfcNEKAL S t i K V l U i S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - TvDe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DKFAKTMEN1 Oh UfcNEKAL S t i K V l U i S 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE tQ3ov £11 
Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Tennis Permits/Receipts 
5. Earliest Year/Latest Year 

y ^ t o urn? 
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

IQ^et te r Size • Microfilm 

r~l Legal Size • Computer Tape 

f~| Bound Book • Floppy Disk 

| | Audio Tape • Video Tape 

I"! Other (specify) 

8. Record Series Sequence 

I I Alphabetical 

| | Numerical 

[^Chronological 

I | Geographical 

|~1 Other (specify) 

9. Volume 

>/8 Cm< Pt< 
Number 

File Drawer(s) 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) [ *S 

, Q )) CU, Microfilm Reel(s) [ 

Number Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 

• Daily eekly I Monthly 

12. File Becomes Inactive After 

• Month(s) E y ^ ear(s) 
Number 

14. Is Record Series Duplicated Elsewhere? | [Yes 0 ^ 0 
(If yes, specify agency or office) 

5. Current Location(s) (Bldg., Floor, Room) 

Touj*J /Ha // 

5. Access Restrictions | | Yes [T{No 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
I | None • State • F e d e r a l OafJ"ependent 

7. Is an Index System Used? (If yes, explain briefly and describe any 
irdware/software.) Q ^ e s [jjffio * 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer .. " • • «.*. 

Thomas W.'*Cartef. Clerk-Treasurer" 
20. Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE CT^OF 2 7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFTNITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

B a t t i n g Cage R e g i s t e r / R e c e i p t s 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

[H^Letter Size • Microfilm 

[~] Legal Size [~J Computer Tape 

Bound Book [~J Floppy Disk 

• Audio Tape f j Video Tape 

[~~| Other (specifv) 

8. Record Series Sequence 

• Alphabetical 

| | Numerical 

fvfCnronological 

I | Geographical 

• Other (specify) 

9. Volume 
U n i f c l . File Drawer(s) [ « - ^ 

_»_Dj3 0 ^ - ' r P Microfilm Reel(s) [ 
Number 

Computer Tape(s) [ 

Other (specify) [ 

Record Series Format(s) 

[H^Letter Size • Microfilm 

[~] Legal Size [~J Computer Tape 

Bound Book [~J Floppy Disk 

• Audio Tape f j Video Tape 

[~~| Other (specifv) 

8. Record Series Sequence 

• Alphabetical 

| | Numerical 

fvfCnronological 

I | Geographical 

• Other (specify) 

10. Annual 

Accumulation File Drawer(s) [ 

i 00 (fi - t u ^mBlm Reel(s) [ 

Number Computer Tape(s) [ 
Other (specify) [ 

10. Annual 

Accumulation File Drawer(s) [ 

i 00 (fi - t u ^mBlm Reel(s) [ 

Number Computer Tape(s) [ 
Other (specify) [ 

I. File is Used 

• Daily [^Weekly • M o n t h l y 

12. File Becomes Inactive After 

/ I"! M o n t h s ffiytardi) 
Number 

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | |Yes 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s |"u]No 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • State • F e d e r a l [^independent 

7. Is an Index System Used?, (If.yes„explain,briefly and describe any 
lrdware/software.) Q Y e s 0 V ° 

,1 

18. Recommended Retention 

Reta in f o r t h r e e y e a r s or u n t i l a u d i t e d , 
then d e s t r o y . 

). Name and Title of Preparer j 

Thomas W.̂ Carter,' Clerk-Treasurer 

20. Telephone number 21 . Date 

301-657-3211 Q)dfaA±^U Z&QC? 
DGS 550-4 (Rev.1/93) 



istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T O E G E N E R A L S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD 

PO BOX 275 
JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Tvpe or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T O E G E N E R A L S E R V I C E S 

RECORDS MANAGEMENT DIVISION 
7275 WATERLOO ROAD 

PO BOX 275 
JESSUP, MARYLAND 20794 PAGE b ^ O F J ? 7 

Departmen t/Agenc y 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 

Record Series title 

Swimming Pool Records/Receipts 
5. Earliest Year/Latest Year 

y > M 2 t o _ 2 £ t > 0 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

fuKLetter Size • Microfilm 

f~| Legal Size f~J Computer Tape 

PI Bound Book [~J Floppy Disk 

• Audio Tape • Video Tape 

Other (specify) 

8. Record Series Sequence 

[~1 Alphabetical 

| | Numerical 

IvfChronoIogical 

I | Geographical 

| | Other (specify) 

9. Volume 

J _ & . F t . 
Number 

File Drawer(s) [ » ^ 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation File Drawer(s) [ ' 

t Q 3 C u . F f» M i ^ f i t o R eeKs) [ 
Number Computer Tape(s) [ 

Other (specify) [ 

I. File is Used 12. File Becomes Inactive After 

• Daily © W e e k l y Ovlonthly ^ n M o n t h s 
Number 

Q ^ e a r ( s ) 

?. Current Location(s) (Bldg., Floor, Room) 

1dU)W Mdu/I 
14. Is Record Series Duplicated Elsewhere? 

(If yes, specify agency or office) 
• Y e s 

5. Access Restrictions | |Yes 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
• None • S t a t e • F e d e r a l [ i ndependen t 

7. Is an Index System Used? (If yes,-explain briefly and describe any 
irdware/software.) Q Y e s Iffitfo » 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer 

Thomas W. Carter, Clerk-Treasurer 
' j 20 . Telephone number 

301-657-3211 
21. Date 

DGS 550-4 (Rev.1/93) 



istructions - Type or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Type or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

D E P A R T M E N T U P G E N E R A L SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 PAGE/J^ & O F t£~7 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFTNITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Town Hall Rental Records/Receipts 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

fT^etter Size • Microfilm 

r~l Legal Size [~J Computer Tape 

r~| Bound Book • Floppy Disk 

[~1 Audio Tape • Video Tape 

Other (specify) 

8. Record Series Sequence 

• Alphabetical 

| | Numerical 

fukChronological 

• Geographical 

| | Other (specify) 

9. Volume 
k . r g, File Drawer(s) O W " 

j_JJp C k . h t / M i c r o f i l m R e e l ( s ) [ 

Number 
Computer Tape(s) [ 

Other (specify) [ 
10. Annual 

Accumulation File Drawees) [ 

, Ql Cki P"̂ ' MicrofilmReel(s) [ 

Number Computer Tape(s) [ 
Other (specify) [ 

9. Volume 
k . r g, File Drawer(s) O W " 

j_JJp C k . h t / M i c r o f i l m R e e l ( s ) [ 

Number 
Computer Tape(s) [ 

Other (specify) [ 
10. Annual 

Accumulation File Drawees) [ 

, Ql Cki P"̂ ' MicrofilmReel(s) [ 

Number Computer Tape(s) [ 
Other (specify) [ 

1. File is Used 

• Daily S l e e k l y • M o n t h l y 

12. File Becomes Inactive After 

f r~l Monthfs) FlY^arrs) 
Number 

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes C^No 
(If yes, specify agency or office) 

5. Access Restrictions Q Y e s 0 N O 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements * 
• None • State • F e d e r a l [independent 

7. Is an Index System Used? (If yes, explain-briefly and describe any 
irdware/software.) Q Y e s [5jNo ' 

i. 

18. Recommended Retention 

Retain for three years or until audited, 
then destroy. 

). Name and Title of Preparer 

Thomas W.. Carter, Clerk-Treasurer 
20* Telephone number 21. Date 

301-657-3211 OctU^L 7 6 , UO'Zl* 
DGS 550-4 (Rev.1/93) 



istructions - Type or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DEPARTMENT UP UENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
istructions - Type or Print a separate form for 
ich new or revised record series, forward with 
ecord Retention Schedule (DGS 550-1) 

DEPARTMENT UP UENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
PO BOX 275 

JESSUP, MARYLAND 20794 P A G E p ? 7 OF (£1 

Department/Agency 

Town of Somerset 
2. Division 

Finance 
3. Unit 

EFINTTION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
Record Series title 

Computer-generated Accounting Program Reports 
5. Earliest Year/Latest Year 

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series. 

Record Series Format(s) 

f V ^ e t t e r Size Q Microfilm 

[~| Legal Size Q Computer Tape 

| ~ | Bound Book Q Floppy Disk 

• Audio Tape [~J Video Tape 

|~~1 Other (specify) 

i. Record Series Sequence 

f~| Alphabetical 

| | Numerical 

[vj'Chronological 

[~1 Geographical 

I | Other (specify) 

9. Volume 

Number 

File Drawer(s) 

Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 

10. Annual 
Accumulation FileDrawer(s) [ I 

'.̂ ."2» C J X . iPt» Microfilm Reel(s) [ 

Computer Tape(s) [ 

Other (specify) [ 
Number 

I. File is Used 

STJa i ly Q W e e k l y - • M o n t h l y 

12. File Becomes Inactive After 

I • Month(s) 
Number 

0 Y e |Year(s) 

3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? ["~]Yes 0 ^ o 
(If yes, specify agency or office) 

5. Access Restrictions fJ]Yes fuffio 
(If yes, cite Law(s) & Regulations(s)) 

16. Audit Requirements 
| ~ | None • S t a t e | |Federal [ i ndependen t 

7. Is an Index System Used?' (If yes, explairr-briefly and describe any 
irdware/software.)' ' s | |Yes 

\ 

18. Recommended Retention 

Retain for three years or until audited, 
Lthen destroy. 

h Name arid Title of Preparer 

Thomas W; Carter, Clerk-Treasurer 
20. Telephone number 

3 0 1 - 6 5 7 - 3 2 1 1 

21. Date 

DGS 550-4 (Rev.1/93) * 


